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f IQUEST FOR RECORDS RETENTION( 41EDULE

be Submitted to the Records Manage nt Division
Hall of Records Commission

SCHEDULE
NO. 327
PAGE
NO. 1. /

J . Requesting Agency

BOARD OF NATURAL RESOURCES

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
, , additional accumulation is antici-
pated. Records have ceased to hove value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm and destroy originols.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

•

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

MIKUTS3

Sizes 6§« x 11°
Catea: 191*1 - -
Quantity! EeeoixJ s s t i 3 cubic f e e t
F i l e Arrangejcsnti Chronological
Annual Accumulations Less than \ cubic foot
Indext Loossloaf (19Ul-19$O)

The Minutes record actions and pol icy decisions of the Board of
Natural Resources relating to the coordination of the a c t i v i t i e s
of the various conservation departments under i t s supervision. The
record se t of minutes i s maintained in looseleaf notebooksi dupli-
cate copies, retained f o r distribution purposes, are f i l ed in
envelopes* The record s e t eontaius, in addition to minutes,
statements or reports from departments operating under the Board,
annual reports (typewritten)» and meeting agendas. Earlier minutes
are original typescripts , while la ter minutes are in mimeographed
fora. The recommendation below applies only to the record set*
The duplicate copies may be considered non-record in accordance
with the statute governing non-reccrd material (Art* 1*1, Sec. 179,
Annotated Code of Maryland, 1957 Edition) and may be destroyed at
the discretion of the Board.

RECCKMSJDATIOHi RETAIN PERMANENTLY.

*••

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division or Bureau Representative

Executive Secretary April y ) , ^Q<R
Signatun T.tle Date

Iedule Authorized as Indicated in Col. 6 by Hall of
rds Commission.

X^fi?
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

-, S&OU^ZL
-oaiirr^c Secretary
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SCHEDULE
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PAGE
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. .

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

3.

SECRETARIES SUBJECT FILS

'Sizei 8i» x U*«
Dates» 19ijl - -
Quantity* 1 drawer (2 cubic feet)
File Arrangements Alphabetical by subject
Annual Accumulation* Less than £ cubio foot
Disposable Amountt 1 cubic foot (esto)

This is a reference and information file maintained by the Secre-
tary which contains data used in the preparation of the budget,
annual reports, studies, and Board publications* The subject
materials contained in the file pertain to all phases of conserva-
tion administration, conservation laws and projects, and other
routine matters with which the Secretary is concerned. These
materials include correspondence, workpapers, statistical charts,
mimeographed reports or studies, maps, and collected publications.
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RBCOMMQiDATlONl RETAIN PERMANENTLY FIELD NOTES AND PHOTO-
GRAPHS OF STATE BOUNDARY MONUMENTS AND ALL
MATERIAL RELATING TO STATE CONSERVATION
PR0JECT3 AHD LAWS. RETAIN ALL OTHER
MATERIAL FOR THREE YEARS ASD THEN DESTROY.

OENERAL FILE s
V. *

LRD LFSiaet &^° x 1U"
Dates t 19ltl - -
QuantityV 7 drawers (lU cubic feet)
File Arrangemsntt fly year and alphabetical by name therein
Annual Accumulations 1 cubic foot
Disposable Amounts $ cubio feet (est.)
Auditt State

The Qeneral File is the Board's operating file, consisting largely
of correspondence with individuals, other State agencies, associa-
tions, companies, and the Federal government. The file is concerned

;.:;.i" w.\ ;

:» }*7-i)

with general conservation activities and projects, the dissemlnatioi
of conservation information and publications, State boundary main-
tenance and restoration, and fiscal administration. Fiscal reeordsj
although included in this file, are described separately in this
schedule as Accounting Records (Item U ) .

RECOMMENDATION! RETAIH PERMANENTLY ALL MATERIAL RELATING" TO
STATS CONSERVATION PR0JECT3 OR PROGRAMS AMD
AIL RECORDS CONCERNED WITH STATS BOUNDARY
KAINTEHAKCS OB RESTORATIONS. RETAIN ALL
OTHER MATERIAL FOR THREE YEARS AND THEH
DESTROY.
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SCHEDULE
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NO.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

k. ACCODHTIKa RECORDS

Sisei 8£» x Ik*
Sates i 19l|l - •
Quantity) Included in General Pile (Itea 3 )
Pile Arrangement* By type of record and chronological

therein
Annual Accumulations Included in Oeneral File (Item 3)
Disposable Amount! Included in General File (Itea 3)

this item Includes all standard accounting forms used by State agea
cies &9 supporting data to the final books of entry, the Revolving
Fund Journal and the General ledger, the final' books of entry are
to be retained permanently. Specifically these supporting seeords
aret
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Controller of the Treasury

Form Ho.

Memorandum of Adjustment
P-l-3 Distribution of Charges
E-l and E-| fransmittal
DD-1 Certificate of Deposit and Bank Deposit Slip
R-2 (foraerly HR-2) Monthly Report of State Funds Collected and

/ Deposited
Distribution of Onexpe&ded and Obligated
-• Balances

Kontbly Statement of Balances

Purchasing Bureau (Department of Budget and Procureoent

1-A
U7-A
100-16
39-A and UO-A
CF-2
CF-1
1C0/2U
2?^A
CF-3
26-A
52
51

Requisition for Supplies
Purchase Order
Cut-of-Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Emergency and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice ;
Notice of Award of Contract
Credit KsmoranduB
Report of Partial Delivery
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f QUEST FOR RECORDS RETENTION^ I E D U L E

(Continuation Sheet)

SCHEDULE
NO. 327
PAGE
NO. h.

4m
o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

5.

Budget Bureau (Department of Budget and Procurement )

BB-1 (Rev.)

B.P. Inv. R101
B.P. Inv. R102
D.P. Inv. 6

Budget Forma,
Koa. 1 thru 11

BB-UO

Formerly BB-1 and BB-2
Budget Schedule Amendment Sheet
Report of Fixed Asset3 (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory

(annual)

Budget Estimates Fiscal Tear
Bequest for Position Action

Others

Vendors* Invoices '
Receipt Books
Invoices - Revolving Fund
Bank Deposit slips
Bank Statements
Bank Deposit Receipts
Check Stub Books
Canceled Checks
Annual Statements - Revolving Fund

-s BECaMHamATIONl RETAIN FOR THESE XE&RS OR UNTIL AUDITED,
- . WHICHEVER 13 LATER, Affi) THEN DS3TR0X.

ACCOONTIHQ RECORDS FOR WHICH DISPOSAL HAS B2SH PROVIDE BZ A GBiEaAl
RECORDS R5TSNTI0H SCHEDULE. "*

PAYROLL (Prior to July 1, 1953)* The agency copy of this payroll
form is to be retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule No. 0-1, Item 1-d,
approved by the Board of Public Works, January 11, 195U).

PAYROLL JOURHAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule Bo. G-2, Item 1-d, approved by the Board of Public Works,
January 11, 195U).

PAYROLL EXCEPTIONS, ADDITIONS AED DEDUCTIONS . The agency copy is
to be retained for three years or until audited, whichever is
later, and then destroyed. (General Schedule No. G-2, Item 3-b,
approved by the Board of Public Works, January 11, 19§U). __̂

PAX WARRANTS - The agency copy is to be retained for three years
or until audited, whichever is later, and then destroyed. (General
Schedule No. 0-3, Item 3, approved by the Board of Public Works,
May 10, 19%).

RECEIVED WARRANTS • The agency copy is to be retained for three
years or until audited, whichever is later, and them destrwy^<j^<
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SCHEDULE
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PAGE
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4.

lo.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

7.

(General Schedule No. 0-U, Item 3, approved by the Board of Public
Works, May 10, 195U).

TRAIISHITTAL FORM E -1 or B-§ (Comptroller of the Treasury Form) is
to be retained for throe years or until audited, vhichever is later
and then destroyed. (General Schedule No. G-5, Item 3, approved
by the Soard of Public Works, May 10, 195U).

KASTER AUTHORIZATION

This State-wide fora of the Commissioner of Personnel is the author-
ization for entering tha employee's name on the payroll or for
making any changes in the pay rate. It also draws all pay deduction's.

RSCOJSiEHDATIOH* RETAIN VIHILS EMPLOYED AND FOB THREE YEARS
AFTER DATE OF SEPARATIOH, OB UNTIL AUDITS),
WHICHEVER IS LATSl, -AHD THSH DJSSTROI.

LEAVB R5C0RPS

This file includes the following records t

Leave record card - Form SBC 128-A, a standard Stats-wide
form, prepared annually for each employee

Leave applications
Doctors1 certificates

RECGJSIENDATXO'ij RETAIN FOB THRES TEARS OB UNTIL AUDITED,
uHicasm is usm9 AND THEN DESTROY..
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